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GENERAL  APPLICATION  INFORMATION 
 
 
1. DEADLINE: 
 

Applications are due to the Roanoke City HUD Community Resources Division (HCR) offices in 
Room 305 North of the Noel C. Taylor Municipal Building, 215 Church Avenue, SW, Roanoke, 
VA 24011 by 5:00 p.m., Monday, January 9, 2012.  If you have questions regarding this 
application package, please contact Keith Holland, Budget Team Leader, by phone at 853-6404 
or fax at 853-6597 or e-mail keith.holland@roanokeva.gov. 

 
2. APPLICATION ELIGIBILITY: 
 

a. Proposed projects must be eligible under U.S. Department of Housing and Urban 
Development (HUD) CDBG and/or HOME regulations. A wide variety of activities may 
be eligible, such as housing rehabilitation or small business loan programs.  If you are 
unsure whether your application would be eligible, contact HCR to discuss your 
proposal. 

 
 Note:  City Departments applying for funding will need to indicate that CDBG 

and/or HOME funds have been requested in their Offers submitted under the City’s 
Budgeting for Outcomes process.  Contact HCR regarding questions concerning 
this requirement.  

 
b. The application must also be "fundable" under CDBG and/or HOME regulations. 

CDBG-funded activities must either benefit low- and moderate-income persons (see 
Attachment A) or eliminate slums and blight; all HOME-funded activities must benefit 
low- and moderate-income persons.  The application must also address a 2010-2015 
Consolidated Plan priority and objective.  (See Attachment B.) 

 
c. Private individuals are not eligible to submit project applications directly benefiting 

themselves.  (For example, a homeowner is not eligible to request funds to rehabilitate a 
property that is used as his or her principal residence.)  Projects must benefit a group of 
people and be administered by an agency or organization (i.e., a legal entity). The 
administrative capacity of the agency or organization is one of the factors considered in 
the selection of the applications. 

 
3. CITY COUNCIL POLICY ON FUNDING NONPROFIT ORGANIZATIONS
 

In January 2006, City Council adopted guidelines for nonprofit organizations applying to the 
City for funding.  When the total amount of all requests from a nonprofit is $25,000 or more, the 
organization is requested to submit its organizational business plan and certifications regarding 
the engagement of its Board of Directors as part of its application.  All nonprofit organizations 
are expected to adhere to these guidelines as part of applying for 2012-2013 funding.  While non-
adherence to the guidelines will not necessarily prohibit an agency from receiving funding, 
adherence will be one of the key factors in determining the award of funding.  (See Section 11, 
Technical Application Instructions, item g (9-11) and Attachment C.) 
 

4. CITY COUNCIL POLICY ON HUD FUNDS
 
On October 7, 2010, City Council adopted significant changes to its Policy on HUD funds that 
had previously been in effect since 2001.  Among the most pertinent to this application process 
are the following: 

mailto:keith.holland@roanokeva.gov
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• The new policy designated three areas of the City to be considered for targeted CDBG 

and HOME assistance.  In 2011, from among these three areas, the City selected the 
West End Project Area to be the next for such targeting.  This area encompasses portions 
of the Mountain View, Old Southwest, and West End neighborhoods; it is described in 
greater detail in Section 6.(c) of this application packet and the map provided at 
Attachment D. While applications for funding may be submitted to address any City 
neighborhood, preference will be given to those programs and projects that focus, in 
whole or in part, on the West End Project Area.      

 
• A performance-based approach has replaced the three-year and decreasing funding limits 

previously applied to “ongoing” programs.  Under the revised provision, a program that 
addresses a continuing need (e.g. child care; emergency home repair) that is selected for 
funding may be renewed for up to two additional years on a non-competitive basis, 
subject to performance and necessary funds being made available to the City by HUD.  
Such programs will submit budget, program and performance goals for City review and 
approval at the same time applications are due as part of the annual applications process. 
 At the end of the current year, programs evidencing satisfactory performance will be 
renewed, pending availability of funds.  Programs with unsatisfactory performance will 
be discontinued and funds committed to them will be made available to other programs 
solicited, selected or otherwise identified by the City, including previously selected 
programs awaiting the availability of funding.  Organizations currently funded through 
City agreements that incorporate this “conditional renewal” provision will follow the 
above procedure.  Other organizations applying and selected competitively for funding 
may, if applicable, have this provision as part of their contract with the City.   

 
Note:  This process does not supersede the HUD rule that, to be eligible for CDBG 
assistance, activities classified as “public services” must be either a new service or 
a quantifiable increase in the level of an existing service above that which has been 
provided in the prior 12 calendar months through funds raised by the City or 
received by the City from the Commonwealth of Virginia. 

 
Applicants for funding are advised to review the entire policy, which is included as Attachment 
D of this package. 
 

5. ADA AND SECTION 504 COMPLIANCE
 

In accordance with the Americans with Disabilities Act (ADA), Section 504 of the Rehabilitation 
Act of 1973, as amended (504), and applicable federal, state and local requirements, activities 
assisted with federal funds are required to be accessible to individuals with disabilities.  
Reasonable accommodation must be made whenever a qualified individual with disabilities seeks 
services.  (The term “qualified individual with disabilities” means a person with disabilities who 
meets any eligibility criteria applicable to all persons seeking the respective services.) 

 
All agencies that are not departments or offices of the local City government applying for CDBG 
and/or HOME assistance from the City for the 2012-2013 period thereby agree to: 

 
• Complete and, as part of the Organizational Information Package (or update) section of 

their funding application(s), submit the 504/ADA Self-evaluation and Assurance of 
Compliance included as Attachment E of this application package.  (Note: Agencies 
currently receiving CDBG and/or HOME funding that submitted this Assurance of 
Compliance as part of their previous applications are not required to resubmit this 
document unless there has been a substantial change in their facilities or programs 
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affecting accessibility.) 
 
• Demonstrate progress in taking corrective actions identified in the 504/ADA Self-

evaluation and Assurance of Compliance. 
 
• Permit, during normal business hours, the City or individuals/groups designated by the 

City to visit and review the accessibility of their facilities and programs. 
 

ADA/504 Assistance:  Agencies new to the 504/ADA Assurance of Compliance may contact the 
City’s HCR for guidance on completing the document. 

 
6. APPLICATION CATEGORIES AND TENTATIVE FUNDING: 

 
a. Prerequisites:  This application package applies to “community development” activities 

that involve housing, neighborhood or economic development.  Applications that are 
inconsistent with these purposes may be rejected.  Tentative funding shown is subject to 
change and reallocation among approved categories at the sole discretion of the City. 

 
b. Multiple and Linked Applications:  There is no limit on the number of applications an 

applicant may submit.  An applicant may determine that a housing application, for 
example, might better benefit the community if it were part of a strategy that included 
neighborhood development as well as economic development activities.   The City will 
consider such linkages; however, separate applications must be submitted for each 
category of funding requested.  Selection of one of the applications does not imply 
acceptance of the others.  Applicants should briefly note in each application any linkage 
to other applications.   

 
c. Target Neighborhood:  The City has designated the West End Project Area for targeted 

assistance during the 2012-2013 period.  This target area encompasses portions of the 
Mountain View, Old Southwest and West End neighborhoods.  Applications to conduct 
housing, neighborhood or economic development activities in which not less than 25% 
of the benefits will be directed to the West End Project Area or its residents will receive 
added credit in the scoring.   

 
d. Estimated Funding to be Made Available:  Because funding is expected to be limited for 

the 2012-2013 period, the City is not separating its estimates of amounts to be available 
into individual Housing, Neighborhood and Economic Development categories.  Rather, 
the entire amounts of CDBG, HOME and HOME CHDO funds estimated to be available 
for the 2012-2013 period are shown below.  Except as noted herein, applications may be 
submitted requesting all or only part of the funds indicated. 

 
 2012-2013 Estimated Funding for Housing, 
 Neighborhood or Economic Development Applications 
 (subject to change at the City’s sole discretion) 
 

CDBG $190,180.00 
HOME $100,000.00 
HOME CHDO* $80,000.00 

 
*  Only City-certified Community Housing Development Organizations (“CHDOs”) may 
apply for HOME CHDO funds.  Up to 10% of the amount shown may be used for CHDO 
Operating costs.  
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e. Considerations for Housing Project Applications 
 

(1) In general, housing assisted with CDBG funds must benefit low- and moderate-
income households.  Housing assisted in whole or in part with HOME funds 
must benefit low- and moderate-income households exclusively.  Allowable 
activities may include, but are not necessarily limited to, programs and projects 
that involve: 

 
• New housing construction or the rehabilitation of existing housing to be sold 

to homebuyers for use as primary residence. 
• Substantial rehabilitation of deteriorated owner-occupied housing 
• Limited and/or emergency repairs to owner-occupied housing 
• Rehabilitation assistance to owners of substandard rental units 
• Downpayment and closing cost assistance (See Note below.) 
• Demolition of deteriorated housing (See Note below.) 
 
Note: The City operates programs providing downpayment and closing cost 
assistance, substantial rehabilitation of owner-occupied single-family homes and 
demolition of structures that are threats to health and safety.  Applications that 
duplicate these services may be rejected.  To avoid a potential rejection, contact 
HCR early during the application preparation period regarding any project that 
includes such activities. 

 
(2) Desirable Housing Project Features: The City is particularly interested in project 

approaches that: 
 
• Leverage funds from other public and private sources in order to increase the 

number of units that may be assisted 
• Expect owners of owner-occupied housing receiving CDBG/HOME 

assistance in the form of a grant to make a personal financial contribution to 
their project, at a level affordable to the owner 

• Require at least a dollar-for-dollar match from rental property owners for 
any CDBG/HOME assistance provided in the form of a grant. 

 
(3) New Construction: CDBG funds may be used to rehabilitate existing housing, 

which may include “reconstruction.”  However, HUD regulations prohibit the 
use of CDBG funds for new housing construction, except that acquisition and 
clearance of land and provision of public and other site improvements are 
permitted.  Only HOME funds may be used for the costs of new construction.  

 
(4) Limited and/or Emergency Repairs:  HOME funds cannot be used to conduct 

limited and/or emergency owner- or tenant-occupied housing repair programs, 
since HUD regulations require compliance with all applicable housing codes 
when assistance is provided in whole or in part with HOME funds.  Such 
programs may only be conducted with CDBG funds. 
 

(5) HOME Match Requirement: Applicants applying for or designated to receive 
HOME or HOME/CHDO funds are expected to contribute a minimum of 10% in 
matching funds from one or more of the sources referenced in the HOME 
regulations at 24 CFR 92.220 and 92.221.   
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Note:  In order to ensure the effective commitment of available funds, the 
City reserves the right to make awards for selected applications from either 
CDBG or HOME funds or both, irrespective of the types or proportions of 
the funds requested, according to the nature of the activities proposed.  In 
cases where HOME funds were not requested but are awarded by the City 
and accepted by the applicant, the applicant will be expected to contribute 
HOME Match to the same degree as if HOME funds had been requested. 

 
(6) Compliance Factors: Substantial renovations of owner-occupied properties and 

assistance to rental properties must result in the property meeting all applicable 
building and property codes.  All units assisted must comply with lead-based 
paint, historic review and other applicable federal requirements. Rental units 
assisted will be subject to affordable rent requirements. 

 
(7) HOME CHDO Funds:  These funds are available only to City-certified 

Community Housing Development Organizations (CHDOs).  In order for the 
activities to qualify under this category, the CHDO must be the owner, developer 
or sponsor, as defined in the HOME regulations.  Housing assistance must 
benefit low- and moderate-income households exclusively.  In general, CHDO 
activities are specific to a single neighborhood or a portion of a neighborhood.  
For information on the process and requirements to obtain CHDO certification, 
contact HCR. 

 
f. Considerations for Neighborhood Development Project Applications 

 
(1) Projects of this type involve activities other than housing that are designed to 

improve the quality of life in neighborhoods in which residents are 
predominantly of low and moderate income.   

 
(2) Examples of activities that may qualify for funding under this category include, 

but are not limited to: 
 

• Acquisition of property and renovation of existing structures or construction 
of new structures for use as health or community centers or other public 
facilities; 

 
• Preservation and rehabilitation of historically and/or culturally significant 

nonresidential structures; 
 
• Infrastructure enhancements, such as new curbing, gutters and sidewalks, 

streetscaping and traffic calming measures, improvements to existing parks 
or similar projects; 

 
(3) Neighborhood Development projects involving infrastructure or other 

nonresidential development are generally subject to federal Davis-Bacon rules.  
City departments seeking funds for such activities may be required to review 
payrolls and conduct worker interviews as part of receiving funds. 

 
g. Considerations for Economic Development Project Applications 

 
(1) Projects of this type involve activities that are designed to enhance the economic 

opportunities of low- and moderate-income individuals.  In general, activities 
must result in the creation of new full-time permanent jobs, 51% of which must 
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be filled by persons who were of low- or moderate-income during the 12 months 
prior to being hired.  Assistance to businesses will require signed agreements 
identifying the jobs to be created and performance or other mechanisms that tie 
disbursements to job creation.  For details on these requirements, contact HCR. 

 
(2) Examples of activities that may qualify for funding under this category include, 

but are not limited to: 
 

• Programs to enhance commercial/industrial properties through rehabilitation, 
including facade or other improvements, or other types of assistance; 

 
• Workforce and related training for businesses reflecting labor market needs 

and opportunities; and 
 
• Programs to provide financial assistance and/or business development 

services for entrepreneurs and/or expanding small companies. 
 

h. Planning Activities
 

Applications involving the development of plans for housing, neighborhood or other 
purposes, fair housing activities, certain types of studies and similar needs may be 
eligible for assistance through CDBG funds.  (Note:  Plans and design work associated 
with specific residential and nonresidential construction or rehabilitation projects are 
considered part of the specific project and should not be submitted as separate 
applications.) 

 
i. Staffing and Other Overhead Costs

 
Any staffing and other overhead costs (technically known as "project delivery" and/or 
"administrative" costs) associated with activities that are the subject of a funding 
application, must be made part of that application and must be reasonable in light of the 
activities to be conducted and results to be achieved.  The City will not accept separate 
applications for staffing and overhead costs, whether or not related to another 
application. 
 
In general, the City expects staffing and overhead costs to be of a “direct charge” nature, 
supported by time records and other source documents such as invoices, bills and 
receipts.  However, where appropriate, the City will consider “indirect costs,” provided 
that the applicant has an indirect cost allocation plan/rate that conforms to the 
requirements of the applicable federal OMB Circular.  Applicants are advised that any 
indirect costs approved by the City are typically significantly less than the rate 
established in a cost allocation plan.  For further information on the requirements for 
indirect costs, contact HCR. 
 

7. APPLICATION REVIEW, RATING AND SELECTION PROCESS: 
 

a. The written application must stand alone and will serve as the primary vehicle for 
applicants to provide information on proposed projects.  However, applicants may also 
be asked to submit additional information and/or to attend an interview with the review 
committee(s).  Inaccurate, incomplete, or unclear applications may be disqualified.  If 
this is a multi-year project, you will be asked to define the performance outcomes to be 
accomplished by June 30, 2013, and may be asked to submit a separate budget for the 
overall project.  (Note: Awards do not imply a commitment by the City to provide funds 
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in subsequent years of multi-year projects.)  
 

b. HCR will review each application for eligibility based on the federal regulations.  
Applications will then be forwarded to the appropriate review committee. 

 
c. The review committees and HCR will evaluate the eligible applications based on a 

variety of factors.  (See Attachment F for more detail concerning the evaluation process 
and criteria.) 

 
d. Additional information or clarification may be requested during the application review 

process or even after the City officially agrees to fund your project.  Applicants must 
respond satisfactorily to requests within the timeframes specified.  Failure to provide 
needed information may result in the project not being recommended to City Council. 

 
8. BUDGET PROCESS SCHEDULE (Dates Subject to Change): 
 

November 16, 2011  HUD Entitlement Public Meeting 
 
January 9, 2012  Applications due  
 
April 3, 2012   HUD Funds Administrative Public Meeting 
 
April 26, 2012   City Council Public Hearing  
 
May 14, 2012   Council adopts Consolidated Plan Annual Update (Budget) 
 
May 15, 2012   Consolidated Plan Annual Update submitted to HUD 
 
June 18, 2012   City Council appropriates funds 
 
July 1, 2012   Beginning of Program Year 
 

9. AGREEMENT AND RELATED REQUIREMENTS: 
 

a. A written agreement will be required for funds awarded to entities other than City 
government offices.  The agreement must be fully executed (i.e., signed by all parties) 
before the City can disburse any funds.  Agreements between City departments will be 
executed through the use of a Memorandum of Understanding (MOU). 

 
b. Direct loans will have promissory notes and deeds of trust securing them in addition to 

the loan agreement itself. 
 

c. In most cases, HUD funds are granted only for the twelve-month period of the program 
year for which applications are solicited. 

 
d. Extensions of agreements may be considered; however, in some cases, the approval of 

City Council may be required.  Requests for extensions should be submitted to HCR at 
least 60 calendar days prior to the agreement’s termination date. 

 
e. In addition to the terms and conditions of the agreement with the City, organizations 

selected for funding are expected to comply with a variety of federal requirements. 
Organizations considering applying for funds are encouraged to consult the HUD 
publication Playing by the Rules: A Handbook for CDBG Subrecipients on 
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Administrative Systems.  This free guide is available for review and/or download at 
 
       <www.hud.gov/offices/cpd/communitydevelopment/library/subrecipient>.   
 
 While this guide does not cover the HOME program, it contains a wealth of information 

that may help applicants evaluate the costs and other effects of adding a CDBG funded 
program to their operations.  These requirements, and other specific contract 
management requests and procedures may be discussed individually or in a group 
meeting with the organizations selected for funding.   

 
10. COST CONSIDERATIONS AND PAYMENT METHODS: 
 

a. There is no maximum dollar amount limit on requests.  However, first-time applications 
requesting less than $25,000 will not be considered.  (This provision does not apply to 
applications for ESG funds.) 

 
b. Leveraging of funds is an important factor in the evaluation of your application.  The 

City prefers to invest in activities in which the applicant also invests funds from its own 
sources and raised from other funding partners.  Rating points are awarded  according to 
the amount of funds contributed to the cost of the program or project from sources other 
than the City.  Note that funds provided with respect to HOME match requirements will 
count toward in this regard.  (See Section 6.e.(5) for information on the HOME match 
requirement.)  If leveraged funds are promised in your application, the City may choose 
to award the grant or loan contingent upon those funds being provided.  If you are unsure 
what qualifies as leveraged funds, please contact HCR. 

 
c. Organizations expending $500,000 or more in federal funds in a year, which includes 

federal funds received from the City and any other source, are required to undergo an 
independent audit that conforms to the guidelines of federal OMB Circular A-133 and to 
submit a copy of the audit to HCR within nine (9) months of the end of the audited 
period.  For such organizations, the amount by which the organization's audit costs 
increase due to complying with this requirement with respect to CDBG and/or HOME 
funds received from the City may be included as part of the budget in your application.  
Audits are not required under the federal rules for organizations expending less than 
$500,000 in federal funds in a year.  Consequently, audit costs for such organizations, 
including those associated with complying with the City Council Policy on Funding 
Nonprofit Organizations (see Attachment C), may not be included in the CDBG and/or 
HOME funds requested in your application.  Consult HCR if you are uncertain about 
audit requirements. 

 
d. Applicants selected to receive CDBG and/or HOME funding must carry insurance 

coverage appropriate for the nature of the activities to be conducted. Coverage required 
may include Workers’ Compensation, Commercial General Liability, Employer’s 
Liability, and Automobile Liability, Dishonesty (or Fidelity Bond) and in certain types of 
programs Professional Liability/Errors and Omissions insurance.  A certificate 
evidencing this coverage must be furnished to the City and must list the City of Roanoke, 
its officers, agents, employees and volunteers as “additional insureds.”  The amount by 
which an organization's insurance costs increase due to this requirement may be included 
as part of the budget in your application.  Because the types of insurance required vary 
significantly according to the activities, applicants should contact HCR for advice from 
the City’s Risk Manager. 

 
e. The purchase of equipment is generally not an eligible expense.  Please contact HCR for 
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assistance regarding whether equipment necessary for your project may be purchased 
with CDBG and/or HOME funds. 

 
f. Depending on the nature of the project(s) you propose, you may be required to obtain 

and retain documentation of the eligibility of the individuals or families served by or 
benefiting from your activities.  This may be as simple as obtaining data from HCR that 
51% of the residents of the area you plan to serve meet low- and moderate-income limits. 
 Others may have to obtain, evaluate, record and retain specific information from each 
individual or family to document qualifying income.  Such documentation may be 
required before any funds can be expended or before individuals or families can be 
served.  Because projects vary widely, no single documentation guideline applies to all.  
These requirements can, however, affect project designs and costs.  Contact HCR 
regarding requirements that may apply to your specific project. 

 
g. The preferred payment procedure is by reimbursement of funds.  Advance funding may 

be considered on a case-by-case basis.  
 

h. Final reimbursements must be requested not later than 30 calendar days after the 
expiration date of the agreement.  Please note that the City is under no obligation to 
honor requests for payments received after these time limits.  Costs incurred prior to the 
effective date or after the expiration date of your agreement with the City cannot be 
reimbursed without prior authorization from HCR. 

 
11. TECHNICAL APPLICATION INSTRUCTIONS: 
 

a. The application cover form is meant to be a single page.  Therefore, please condense the 
"description of activity" (application summary) to fit within the space provided, while 
being as clear and specific as possible.  

 
b. Identify the sections of the narrative by Roman numerals and underline section headings. 

State what will be accomplished, by whom, when and how.  The narrative should be no 
longer than twelve (12) pages. 

 
c. Do not use abbreviations or acronyms unless you explain them first.  Please avoid 

terminology that someone outside your field would not understand. 
 

d. Applications must be typed in black ink to allow adequate photocopying.  Please use a 
font size of at least 11 point.  All pages, including any attachments, must be 8.5" x 11" 
white paper. 

 
e. The amount of your request must be shown on the application cover form as well as in 

your itemized budget. 
 

f. Submit one (1) original (unbound) plus seven (7) copies of the application.  All 
attachments to the application must be included in the original and all copies. 

 
g. Applications from organizations other than departments of the City Government must be 

accompanied by one (1) Organizational Information Package.  This package must 
include the following where applicable: 

 
(1) Articles of Incorporation 
(2) State Corporation Commission Certificate and Evidence of Current Renewal 
(3) Current Bylaws of the Organization 
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(4) IRS 501(C) Tax Exemption Determination Letter 
(5) Current List of the Organization’s Board of Directors (Indicate their address, 

telephone number and term of appointment.) 
(6) Organization’s Most Recent Audit/Financial Statements 
(7) Evidence of Insurance (Listing of policies by type and coverage amount, 

indicating policy end dates, or copies of certificates of insurance.  Note:  If 
selected to receive funding from the City, updated insurance certificates will 
need to be submitted, naming the City and its officers, agents, employees and 
volunteers as additional insureds.  See General Application Information section 
10.d.) 

(8) 504/ADA Self-Evaluation and Assurances of Compliance 
(9) Organization Business Plan 
(10) Board Attendance Certification 
(11) Board Financial Commitment Certification 
(12) Current Budget of the Organization (Complete and include the “Estimated 

Organization Budget” form on page 13 with your Organizational Information 
Package or updates submitted with your application.) 

 
Note: If you submitted an Organizational Information Package as part of applying for 

funding last year, then you need only submit changes to the above items.  Please 
attach these to a cover sheet labeled "Organizational Information Package -- 
Updates as of January 9, 2012." 

 
 With respect to the City Council Policy on Funding Nonprofit Organizations, 

which relates to items (9), (10) and (11) in the list above, please see Attachment 
C for additional details on submission requirements and what materials should be 
included with your Organizational Information Package or Update. 
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Organizational Information Package 
Estimated Organization Budget 

 
 
Organization:                
 
Fiscal Year Ends (check one):      June 30 
        September 30 
        December 31 
        Other (specify:      ) 
 
Estimated Budget for Current Fiscal Year: 
 

Please provide the total estimated budget for the entire organization named above for its current fiscal year.  (For organizations using 
December 31st as the fiscal year ending date, provide the budget data for the year that will begin or has just begun January 1st.)  Include all 
funds received by the organization for the current fiscal year or for which commitments to provide the funds have been received.  Exclude 
the funds being requested from the City in this application. 
 

Funding 
Source Amount % of 

Total Comments 

Federal 
Government 
Funds 

  
Include all federal funds regardless of the type of entity providing the 
funds; e.g., federal CDBG funds received from the Commonwealth of 
Virginia would be included here. 

State 
Government 
Funds 

  Include only those funds originating from the Commonwealth of Virginia 
regardless of the type of entity providing the funds. 

Local 
Government 
Funds 

  Include only those funds originating from local governments, including, but 
not limited to, the City of Roanoke. 

Other  Public 
Funds   Include only those public funds originating from entities other than federal, 

state or local governments. 

Private Funds   Include funds received from sales of products or services, foundation and 
corporate grants, private contributions, etc.  Exclude in-kind contributions. 

Other  Funds   Include any other funds received not included above. 

Total 
Estimated 
Funding 

 100.0  

   
 Yes   No
 
    1. This organization expended more than $500,000 in federal funds during its most recently completed 

fiscal year. 
 
    2. This organization expects to expend more than $500,000 in federal funds during its current fiscal year. 
 
 
Please print or type the name, email address and phone number of the organization’s contact person for questions regarding 
budgetary matters. 
 
 
 
Name:          E-mail:        Phone:     
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APPLICATION CHECKLIST 
 
Use this sheet to help ensure that you have completed your application properly and that you have provided all materials 
that must be included in the application.  Do not submit this checklist with your application. 
 
______ All pages of the application, including attachments, are 8.5" x 11" white paper and sufficiently legible to allow 

for photocopying. 
 
______ One (1) original (unbound) plus seven (7) copies of the application must be submitted. 
 
Application Content -- This application must include the following where applicable: 
 

1. Application Cover Form -- One page; note especially the following: 
______  a. Name of applicant project manager or contact, mailing address, phone and fax numbers, and 

email address. 
______  b. The description of activity (application summary) is typed in space provided. 
______  c. Applicant project manager has signed cover form. 
 
______ 2. Application Narrative -- See guidelines on Page 16 for specified content.  The narrative section should be 

no longer than twelve (12) pages.  The font should be at least 11 point. 
 
______ 3. Action Plan -- Showing quarterly schedule of planned accomplishments.  (Page 19) 
 
______ 4. Itemized Project Budget and Budget Narrative -- See budget preparation guidelines on Page 20 for 

details. 
 
______ 5. Attachments -- As applicable; e.g., map of service area, criteria to be used for project eligibility, etc.  All 

copies of the application must include all attachments. 
 
Organizational Information Package – Applicants must also submit this package, which must include the following items 
(or most recent updates to these items) where applicable: 
 
_______ 1. Articles of Incorporation 
_______ 2. State Corporation Commission Certificate and Evidence of Current Renewal 
_______ 3. Current Bylaws of the Organization 
_______ 4. IRS 501(C) Tax Exemption Determination Letter 
_______ 5. Current List of the Organization’s Board of Directors 
_______ 6. Organization’s Most Recent Audit/Financial Statement 
_______ 7. Evidence of Insurance 
_______ 8. 504/ADA Self-Evaluation and Assurance of Compliance 
_______ 9. Organization Business Plan 
_______ 10. Board Attendance Certification 
_______ 11. Board Financial Commitment Certification 
_______ 12. Current Budget of the Organization – Estimated Budget Form 
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City of Roanoke 
HUD Activity Application Cover Form 
For Fiscal Year July 2012-June 2013 

 
 
Name of Project:  

New Program?:  Yes ___  No ___ 
If “No,” most recent year funded: 
___________________________ 

 
Applicant Organization/Department:   
 

    Faith-Based? 
Yes ___  No ___ 

 
Applicant Project Manager:  
Mailing Address: 
Phone and Fax Numbers: 
E-mail Address:    
 
Activity Cost: HOME Funds Requested:      __________________________ 

CDBG Funds Requested: __________________________ 

Total HUD Funds Requested: __________________________ 

Total Matching Funds:      __________________________ 

Total Activity Cost: __________________________ 
 
Description of Activity:    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 _____________________________________________   _________________________ 

             Signature:  Applicant Project Manager                         Date 
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APPLICATION NARRATIVE GUIDELINES 
 
General Instructions:  Respond to each item in the order below.  Number and title your responses to correspond 
with the guidelines, but do not waste space by repeating the guidelines themselves. 
 
I. Application Eligibility and Funding Category:  To be considered, an application must address at least one 

of the City’s Consolidated Plan priorities and objectives, and must fit under a funding category described 
herein.  An application may apply under only one funding category. 

 
A. Identify the Consolidated Plan priority and objective addressed.  (See Attachment B.) 

 
B. Identify the funding category addressed.  (See General Information Section 7.) 

 
C. Indicate whether this application is linked to any others that you have submitted. 
 

II. Need for Program/Project: 
 

A. Explain why this program/project is needed, including any supporting data (indicate sources) 
regarding the extent of the local need. 

 
B. Explain why City funding is needed, including funding sought from other sources prior to or 

concurrently with submitting this application to the City. 
 
III. Current Status of Program/Project:  Indicate whether this is a new or existing program/project.  If already 

underway, indicate when activities began, what has been done so far, how many have been served and 
the funding (and sources) already received.  For both new and existing programs/projects, indicate 
whether the program/project is of a continuing nature that would extend beyond June 30, 2013. 

  
IV. Objectives & Action Plan:  List in order of priority the objectives to be achieved during the July 2012 to 

June 2013 period.  Please be specific; for example: "By June 30, twelve substandard owner-occupied 
homes of eligible families will be rehabilitated to comply with code requirements."   

 
V. Project Design: 
 

A. Describe each activity or service that will be conducted from July 2012 through June 2013, 
including methods, any special materials or processes involved, and when and where the 
activities or services will be conducted. 

 
B. Identify the staff (name and title) and any consultants involved; the percentage of each staff 

person's time to be devoted to the program/project; each staff person's salary and benefits (or, for 
consultants, the total fees) to be charged to the CDBG/HOME funds; and which parts of the 
program/project each person or consultant will be responsible for.  Information may be provided 
in a table. 

 
C. Describe any targeting to particular groups, neighborhoods or defined areas of the City (such as 

Enterprise Zones, Rehabilitation Districts, Conservation Areas or other special areas). 
 
D. For projects involving acquisition, construction, rehabilitation or related activities to develop 

housing or public, neighborhood, commercial or industrial facilities: 
 

1. Identify the properties involved and indicate whether you have site control or the 
anticipated date when you will have site control. 

2. Attach your project proforma or other financial feasibility data and describe how this 
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information supports the feasibility of the project. 
 

3. Indicate whether site and construction plans and designs have been prepared, submitted 
to and approved by the City; whether the project is expected to receive LEED, Energy 
Star, Earth Craft or other energy-efficiency certification; or whether it is expected to 
qualify for the City’s energy-efficiency tax reductions.  

 
4. Indicate the total cost of this project (from start to finish) and whether all financing 

required, other than the amount applied for in this application, is in place.  Indicate 
whether this project will be completed by June 30, 2013, and, if not, the anticipated 
completion date.  

 
5. If any of the funding requested for this project will provide direct financial assistance to 

buyers or owners of residential or nonresidential property, indicate the nature of the 
financial assistance to be offered.  (“Direct financial assistance” includes grants, active or 
deferred loans, as well as the cost of assistance provided on behalf of the buyer or owner, 
such as the cost of contracted home repairs.)  If any of the assistance will be active loans, 
describe how these will be serviced, including the name and contact information for any 
servicing institution you have engaged for such purposes.  Indicate the anticipated 
interest rates that will apply to assistance provided as loans.  Note that selected projects 
will be expected to provide a sample file of all loan documents that may be used and may 
be required to revise any documents in order to conform to provisions dictated by federal 
rules associated with the applicable funding source.   

 
VI. Experience: 
 

A. Indicate how many years experience your organization has in conducting programs/projects 
similar to what you are proposing.  If this is a new organization, indicate the years of experience 
each of the project's principal staff and consultants have in conducting similar activities.  

 
B. Provide information about similar programs/projects you have conducted for the City or other 

funding sources during the past three years.  Provide each program/project’s name and 
identification number, if any; a brief description of the program/project; the time period when 
conducted; the funding agency name, contact person and phone number; the planned and 
expended funding; and planned and actual results. 

 
VII. Linkages and Community Involvement: 
 

A. Describe your contacts and coordination with the neighborhood organizations, schools and other 
appropriate stakeholders in the areas of the City affected by your program/project, and any 
concerns they have expressed with your planned activities.  Attach letters or other evidence of 
support from such groups to your application. 

 
B. List each organization specifically linking with your project and briefly describe the specific 

assistance the organization has committed to provide.  For example: “Home Fixin’s, Inc. is 
donating all building materials for one single-family house to be constructed by this program.”   
Attach to your application letters, cooperative agreements or other evidence of the commitments 
from the organizations you have listed. 

 
C. If this application involves assisting owner-occupied housing (whether through substantial or 

limited repair), describe how you will respond to situations in which the owners/households may 
be in need of information and referral to additional services, including, but not only, services that 
may help to resolve unsuitable living arrangements.  Attach to your application any assessment 
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and referral form you may use for such purposes. 
 
VIII. Evaluation:  Describe your plan to maintain awareness of and measure progress toward meeting the 

program/project’s performance objectives during the July 2012 to June 2013 period, including the 
timeliness of your reports to the City, your draws of funds from the City and your funding balance.  
Indicate any methods, internal reports or other features of your system that you will use for these 
purposes and your management personnel who will review this information.  Describe how you will 
decide on any adjustments needed, should interim assessments indicate obstacles to achieving project 
objectives.  Identify who will be responsible for submitting periodic reports to the City, and for 
producing a final report on the overall results, successes and recommendations for improving future 
projects. 

 
IX.   Budget:  Using the form supplied with this package, or comparable format, provide an itemized project 

budget for your program/project’s activities for the period from July 1, 2012, to June 30, 2013.  The 
budget must individually list all planned amounts and sources of funds for this period, including those 
requested by this application, as well the anticipated dates you will be notified regarding any amounts not 
yet awarded.  The budget must also provide an itemized listing of all expenditures for the period, 
including identifying which funding source will pay for any or all of an expense.  See the sample budget 
and budget guidelines for details. 

 
X. Program Income:  The City encourages programs/projects that generate "program income."  Such income 

can result, for example, from the sale, rental or use of property purchased or improved with CDBG or 
HOME funds or repayment of loans made with CDBG or HOME funds.  This income must be wholly or 
partly remitted to the City, depending on whether the City provides all or only part of the funding for the 
program/project generating the income. 

 
A. Indicate whether you are requesting CDBG and/or HOME funds as a loan that you agree to repay 

under terms to be negotiated with the City.  Otherwise, any funding awarded will be a subgrant 
to your organization, even though others may be receiving assistance from you in the form of 
loans. 

 
B. Estimate the amount of program income you anticipate this program/project will generate, and 

indicate how you determined this amount. 
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ACTION PLAN 

 
Project Name:    

Applicant Organization:    

Applicant Project Manager:    
 
I. List the objectives stated in part IV of your application narrative in descending order of importance.  Add 

objectives and a second page, if needed. 
 

Objective #1: 
 

Objective #2: 
 

Objective #3: 
 
II. Projected Accomplishments: 
 

A. By September 30 
 

Objective #1: 
 

Objective #2: 
 

Objective #3: 
 

B. By December 31 
 

Objective #1: 
 

Objective #2: 
 

Objective #3: 
 

C. By March 31 
 

Objective #1: 
 

Objective #2: 
 

Objective #3: 
 

D. By June 30 
 

Objective #1: 
 

Objective #2: 
 
Objective #3: 
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 BUDGET PREPARATION GUIDELINES 
 
An important component of the grant application process is the preparation of a detailed budget for 
our review.  The document you prepare will enable us to link the funding you have requested with 
specific elements of the project you have proposed.  Therefore, you must take care to ensure that the 
budget you propose is both appropriate and accurate. 
 
Any budget submitted will be reviewed in detail and negotiated to ensure that it fits the goals and 
objectives of your proposed project, and that it is consistent with HUD regulations and policies.  
Therefore, during negotiations, your budget might need revision. 
 
Using the suggested BUDGET FORM provided or a comparable format of your own devising: 
 
    o First, under REVENUE, list all the sources of funds that will be used for this project and the 

amounts for each.  Explain the status of each, (received, applied for, pending etc.).  If 
funding sources in addition to CDBG or HOME are to be used to accomplish your 
objectives, normally those funds have to be committed in writing prior to the City signing an 
agreement for HUD funds.  If you will be using "in-kind" match for some of the costs, 
explain in a budget narrative the basis for your evaluation of the in-kind contribution.  
Volunteer time should be valued at the equivalent rate for the expertise contributed 
(unskilled volunteer time should be valued at $10.00 per hour), but must be explained in the 
narrative.  Further clarification is available by contacting HCR. 

 
    o Second, under EXPENSES, list all expenditures. Use the sample budget provided as a guide. 

Unfortunately, no one budget format works for each of the possible projects.  The total 
amount of revenue projected and the total expenditures must balance.  Show the 
expenditures in separate columns reflecting the revenue source(s) which will support the 
particular line item.  Line items entitled "Miscellaneous" will not be funded. 

 
Please include a budget narrative explaining each expenditure line item of your 2012-2013 
budget.  Describe what each line item includes and how the figure was calculated.  Indicate any 
historical expenditure data that supports the reasonableness of the amount of the line item.   
 
If you are seeking other city funds as part of this project, list the specific city source on the Budget 
Page under Revenue. 
 
If awarded a HUD grant or loan, monthly or quarterly financial and narrative reports will be 
required. Further information about the form and timing of these reports will be forthcoming to 
recipients. 
 
Questions concerning the preparation of the application budget can be directed to HCR. 
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 BUDGET FORM 

Revenue 
(List all sources, with CDBG and/or HOME first) Amount Type 

Code* 
Status 

Received, applied for, etc. 

Anticipated 
Notification 

Date 
 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
Total 

 
 

 
 

 
 

 
 

*Key for Type Code -- Federal(F), State(S), Local Government(L), Private(P) 
 
 
 Expenses (list) 

 
 Total 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 Total 
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 SAMPLE BUDGET 

Revenue 
(List all sources, with CDBG and/or HOME first) Amount Type 

Code* 
Status 

Received, applied for, etc. 

Anticipated 
Notification 

Date 
 
CDBG Funds 

 
$12,000

 
F 

 
Applied for 

 
5/1/11 

 
State Grant 

 
$25,000

 
S 

 
Applied for 

 
3/1/11 

 
United Way Grant 

 
$7,000

 
P 

 
Received 

 
N/A 

 
Applicant Contribution 

 
$1,250

 
P 

 
Pending CDBG Award 

 
7/1/11 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

 
 

 
 

 
Total 

 
$45,250

 
 

 
 

 
 

*Key for Type Code -- Federal(F), State(S), Local Government(L), Private(P) 
 
 
 Expenses (list) 

 
 Total 

 
CDBG 

 
State 

 
United Way 

 
Applicant 

 
 

 
Staff Wages 

 
$20,000 

  
$20,000

 
 

  

 
Staff Benefits 

 
5,000 

  
5,000

 
 

  

 
Staff Travel 

 
1,500 

   
1,500 

  

 
Telephone 

 
2,500 

   
2,000 

 
500

 

 
Copying 

 
750 

  
500 

 
250

 

 
Training Supplies 

 
9,500 

 
6,000

  
3,000 

 
500

 

 
Bus Passes 

 
1,000 

 
1,000

  
 

  

 
Child Care 

 
5,000 

 
5,000

  
 

  

 
 

 
 

   
 

  

       

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 
 

 
 

   
 

  

 Total $45,250 $12,000 $25,000 $7,000 $1,250

 



 
ATTACHMENT A 

 
 

Extremely Low, Very Low and Low Income Limits 
Roanoke, Virginia 

(2011 Roanoke MSA Median Income: $62,400) 
 
 

Family or   
Household Size 

Extremely Low 
(30% of Median) 

Very Low Income 
(50% of Median) 

Low Income 
(80% 0f Median) 

 
1 person  
 
2 persons  
 
3 persons  
 
4 persons  
 
5 persons  
 
6 persons  
 
7 persons  
 
8 or more persons 
 

 
$13,100 

 
$15,000 

 
$16,850 

 
$18,700 

 
$20,200 

 
$21,700 

 
$23,200 

 
$24,700 

 
$21,850 

 
$25,000 

 
$28,100 

 
$31,200 

 
$33,700 

 
$36,200 

 
$38,700 

 
$41,200 

 
$34,950 

 
$39,950 

 
$44,950 

 
$49,900 

 
$53,900 

 
$57,900 

 
$61,900 

 
$65,900  

 
 
Source: U.S. Dept. of Housing and Urban Development, June 2011. 
 
Note: In general, the amounts shown in the “Low Income (80% of Median)” column are 

the maximum incomes that families (or households, for housing activities) of the 
indicated sizes may have in order to benefit from programs or projects assisted in 
whole or in part by CDBG and/or HOME funds.  Some programs or projects may 
be limited to assisting families or households with very low or extremely low 
incomes.  Typically, all programs and projects will be required to keep records of 
the number of assisted families or households within each of the 30%, 50% and 
80% of median income subcategories.  Income limits are subject to change.  HCR 
will provide information on income limits applicable to each program/project 
selected for funding.  Contact the Division for additional information. 
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ATTACHMENT B 

 
2010-2015 Priorities and Objectives 

 
 
Preamble 
 
As an urban center, the City of Roanoke provides a broad array of benefits and services to those who 
live, work or visit here.  This willingness to address the needs of the community has also led to the 
City becoming a regional locus of needs.  To thrive and remain healthy into the future, it is vitally 
important that the City establish and maintain a balance—in incomes, housing choices, economic 
opportunities and all those elements by which a community’s well-being is measured.  The priorities 
and objectives expressed below for the 5-Year Consolidated Plan are set forth with the intent of 
contributing to this well-being.  As such, they reflect over-arching goals to: 
 
• Increase homeownership in the City 

 
• Preserve and restore the City’s older neighborhoods, including reducing substandard housing 

and blight 
 
• Increase employment opportunities in the City, including collaboration with the school system, 

community college and business community to create employment opportunities for youth 
linked to graduation 

 
• Increase racial and housing diversity in the City, including further investments in market-rate 

housing 
 
The priorities and objectives expressed below reflect only those activities that will be assisted with 
the City’s CDBG, HOME or ESG funds.  City planning and administrative costs, as well as 
obligations such as the Hotel Roanoke Section 108 loan payment, are uses of funds classified under 
the priority with which they are associated, but are not given separate objectives. 
 
Sustainability and Suitability of Housing:  
 
• CDBG and HOME investments will seek to achieve sustainability and suitability in the 

rehabilitation of existing housing and the construction of new housing, including reflecting the 
principles of the City’s Clean and Green Campaign. 

 
• “Sustainability” includes activities that extend the functionality of a housing unit through 

improvements to its exterior, structure and systems; modifications to serve special needs; 
improvements which positively impact energy efficiency; weatherization and water 
conservation; the elimination of environmental hazards; and the reduction of maintenance 
costs. 

 
• Limited repair activities that focus on a limited set of deficiencies contribute to sustainability 

when linked to other activities, forming a “comprehensive” strategy. 
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• “Suitability” of a dwelling for its occupants is achieved when they can readily navigate into, 
through and out of the dwelling, when they can afford to maintain it and when the dwelling 
provides adequate space and usefulness.  Suitability includes an analysis of whether 
rehabilitation or other alternatives should be recommended, such as acquisition of the property, 
relocation of the occupants, demolition and reconstruction, and resale. 

 
Priorities and Objectives 
 
“ECONOMIC DEVELOPMENT” Priority: Promote the creation, expansion, retention of jobs in the 
City. 
 

Objectives: 
 
ED-1 Assist the employment of approximately 25 low- and moderate-income City residents, 

including persons with disabilities, by new and existing businesses and organizations. 
 

ED-2 Assist the employment of approximately 40 low- and moderate-income City youth 
through programs developed in coordination with the school system, community 
college and/or business community and linked with graduation. 

 
“HOMELESS SERVICES” Priority:  Promote the prevention of homelessness and the delivery of 
needed services to homeless families and individuals. 
 

Objectives: 
 
HM-1 Assist the prevention of homelessness and the rapid re-housing of individuals and 

families that have become homeless by reserving approximately $50,000 in CDBG 
funds for use by the Community Housing Resource Center to leverage additional 
resources (from non-City government sources) upon the expiration of the 2009 
Stimulus funds. 

 
HM-2 Assist the maintenance, improvement, accessibility and operation of shelters and 

transitional living centers. 
 

“HOUSING DEVELOPMENT” Priority:  Promote the development, sustainability and suitability of 
housing, and the community’s observance of fair housing laws. 
 

Objectives: 
 
HS-1 Provide downpayment and closing cost assistance for approximately 150 first-time 

homebuyers. 
 
HS-2 Provide rehabilitation assistance for approximately 100 units of owner-occupied 

housing, including modifications to assist the elderly, disabled and other persons with 
special needs.   

 
HS-3 Assist in the construction or rehabilitation of housing and conversion of rental housing, 

including the acquisition of property, as required, for sale to approximately 65 
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homebuyers, including the disabled and other persons with special needs. 
 
 
HS-4 Demolish or cause to be demolished approximately 65 buildings determined to be 

infeasible for repair due to advanced deterioration and/or other factors.        
 
HS-5 Provide housing counseling and homebuyer education, including foreclosure 

counseling and assistance in accessing private sector financing for approximately 165 
homebuyers and/or homeowners. 

 
HS-6 Conduct fair housing education and remove or reduce impediments to fair housing 

choice.  
 
HS-7 Assist the rehabilitation or construction of approximately 32 units of low- and 

moderate-income rental housing that provide quality of design, methods and materials; 
reduce density, disperse such units to non-low-moderate-income areas within the City 
or incorporate a mix of incomes; and/or offer a path to homeownership. 

 
“HUMAN DEVELOPMENT” Priority:  Promote activities which contribute to the healthy 
development of the City’s youth, adults and families, including those with special needs. 
 

Objective: 
 
HU-1 Provide health and developmental services, including early intervention, for 

approximately 2,000 at-risk youth and adults. 
 

“NEIGHBORHOOD DEVELOPMENT” Priority:  Promote activities to preserve and enhance the 
physical quality and vitality of the City’s neighborhoods/village centers and develop the capacity of 
neighborhood individuals and organizations to participate in such activities. 
 

Objectives: 
 
ND-1 Improve streets, lighting, drainage, streetscaping or other City infrastructure, including 

enhancements to improve accessibility for persons with disabilities. 
 
ND-2 Assist 5 or more neighborhood-based and other organizations per year to conduct 

leadership/capacity development, blight-reduction, beautification, crime prevention, or 
other neighborhood improvement activities. 

 
ND-3 Assist the development or improvement, including the historic preservation, of 2 or 

more nonresidential structures such as community, health or cultural centers. 
 
ND-4 Assist the acquisition, assessment and redevelopment of 3 or more commercial and/or 

industrial properties, including brownfields. 
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ATTACHMENT C 

 
City Council Policy on Funding Nonprofit Organizations 

 
 

In January 2006, City Council adopted a revised policy establishing the following guidelines for 
nonprofit organizations requesting $25,000 or more from the City. 
 

a. Organizations must develop a business plan that includes evidence of community 
involvement and outlines long-term plans for financial sustainability. 

 
b. Boards of organizations must demonstrate engagement with their organization by certifying 

financial commitment at 100% and annual average meeting attendance at 75%. 
 

c. Organizations must agree to an annual site visit and periodic reporting of results achieved 
through funds received. 

 
d. Organizations in existence for two years or more with an annual budget of $50,000 must 

perform an annual audit. 
 
Applicability:  This policy applies to all nonprofit organizations applying for $25,000 or more from 
the City.  A "nonprofit organization" is any organization designated as or that considers itself to be 
not-for-profit in nature, excluding local, state or federal governmental entities and other political 
subdivisions.  The $25,000 is applied at the agency level, such that all requests to the City from an 
organization are aggregated.  
 
Submission of Business Plans:  Business plans should be submitted with applications as part of the 
Organizational Information Package or update.  Please provide one hard copy of the plan and one 
complete copy on CD or other electronic medium in MS Word, PDF or other standard format. 
 
If your plan was submitted as part of last year’s application, it need not be submitted again unless it 
has changed.  Any organization that has not previously submitted a business plan and is unable to do 
so should submit a written response signed by its Chief Executive Officer.  The response should 
explain why the organization is unable to comply with this requirement, whether a business plan 
development process has been or is being initiated, who will participate in the development of the 
plan, and when the plan is expected to be completed. 
 
There is no specified format for business plans.  However, beyond the "evidence of community 
involvement" and "long-term plans for financial sustainability" stated in the policy, the City would 
expect inclusion of other content typically associated with such plans. 
 
Note that providing your business plan does not relieve you from responding fully to the narrative 
and budget requirements contained in an application package.  However, responses may refer 
reviewers to additional details or special exhibits in the business plan that may enhance or clarify 
your responses.  Note also that if your business plan does not already contain evidence of 
community involvement and long-term plans regarding the financial sustainability related to the 
program or project that is the subject of an application, then such information should be made an 
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addendum to your business plan, as well as included in the appropriate section(s) of your application 
narrative. 
 
Submission of Board Certifications:  Certifications of Board financial commitment and attendance 
should also be submitted with applications as part of the Organizational Information Package or 
update.  A written statement incorporating the wording from the City’s policy and signed by the 
Chief Executive Officer of the organization would be acceptable.  Any organization that is unable to 
make the certifications should submit a written response signed by its Chief Executive Officer.  The 
response should explain why the organization is unable to comply with this requirement, the current 
annual average meeting attendance and financial participation rates of the Board, activities 
anticipated to increase these rates, challenges anticipated, participants to be involved and when 
attainment of the Board member rates might be achieved. 
 
Adherence to the Policy:  All nonprofit organizations requesting $25,000 or more from the City are 
expected to adhere to the policy.  While non-adherence will not necessarily prohibit an organization 
from receiving funds, adherence will be used as one of the key factors in determining the award of 
funding. 
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ATTACHMENT D 

 

 The Council of the City of Roanoke, Virginia 
 Policy on HUD Funds 
 

(Adopted September 17, 2001) 
(Revised August 18, 2004, and October 4, 2010) 

 
Preamble:  Each year, the City of Roanoke receives approximately $2.5 to $2.7 million in new entitlement 
grants under the Community Development Block Grant (CDBG), HOME Investment Partnerships (HOME) 
and Emergency Shelter Grant (ESG) programs of the U.S. Department of Housing and Urban Development 
(HUD).  Including income earned through the operation of these programs and unexpended prior-year 
entitlement funds, a total of approximately $3.5 million in HUD funds may be available to the City for a 
given fiscal year. This policy sets forth guidelines for the budgeting and distribution of these HUD funds. 
 
Mission:  In recognition of the many needs of the City and its limited resources, the primary mission of the 
City's HUD funds shall be to act as a catalyst for change by providing seed funding for eligible projects and 
programs and to attract other resources, especially those of the private sector.  In carrying out this mission, 
the HUD budgeting process shall identify capable organizations to carry out targeted efforts, rather than to 
support on-going activities. 
 
It shall be the policy of the Council of the City of Roanoke, Virginia, that: 
 
1. All CDBG, HOME and ESG funds available to the City shall be used only for programs and projects 

which support the aims and intent of City Council's "Vision" statement.  Further, these funds will be 
used to promote strategies in the City's Comprehensive Plan and HUD's national goals. 

 
2. With respect to allocating the City's CDBG, HOME and ESG funds: 

 
a. With respect to the CDBG funds available for any fiscal year: 

 
(1) The City’s priorities for the use of its CDBG funds are: 
 

(a) Economic Development, involving the actual creation or retention of jobs that primarily 
benefit persons of low or moderate income. 

 
(b) Homeless Services, involving the prevention, reduction or elimination of homelessness.  
  
(c) Housing Development, involving, in general, the rehabilitation of housing to benefit low- 

or moderate-income homebuyers, owners or tenants. 
 
(d) Human Development, involving activities which, in general, enhance the development of 

persons of low or moderate income. 
 
(e) Neighborhood Development, involving activities (other than those included under the other 

priorities) that, in general, enhance the development of the City’s predominantly low- and 
moderate-income neighborhoods. 

 
 Planning and administration activities are functions that support any or all of the above 

priorities and are, therefore, not considered priority categories in themselves. 
(2) Primary emphasis for the use of the City’s CDBG funds is placed on the development and 
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improvement of the community’s housing stock, with a secondary emphasis on economic 
development.  After subtracting funds designated for Planning and Administration activities, 
the allocation goals by priority area are: 

 
Housing Development 50.0% 
Economic Development 25.0% 
Human Development 13.0% 
Neighborhood Development 11.5% 
Homeless Services 0.5% 

 100.0% 
 
 The target allocations include the City’s obligations and planned commitments for the fiscal 

year associated with each priority category. 
 
(3) In order to manage the risk of disallowed expenditures, funds allocated to “Human 

Development” (HUD “Public Services”) and “Planning and Administration” activities shall, in 
general, not exceed 90% of the maximums allowed under the HUD regulations, except that the 
City shall have the discretion to increase funds allocated to such activities to an amount not 
exceeding 95% of the maximums when necessary for the operational feasibility of such 
activities.  (Note:  Depending on the nature of the activity, the use of CDBG funds for 
Homeless Services may be classified as and count toward the limits of funds that may be used 
for Human Development.) 

 
(4) Subject to the risk management limitations described in 2.a.(3), for any fiscal year budgeting 

process, funds in any priority category in excess of the amount required for selected activities 
may be apportioned to other categories.  In addition, the City may adjust the allocation percents 
in 2.a.(2) as required to better reflect changing conditions in the community, including 
adjustments required to reflect the specific needs of any neighborhood(s) selected for targeted 
revitalization efforts or to reflect specific community revitalization or improvement projects 
selected by the City.  To the degree such apportioning or adjustments create substantial changes 
to the City’s Consolidated Plan, the City will amend this Plan in accordance with its Citizen 
Participation Plan.  

 
b. In accordance with law, all HOME funds available for a given fiscal year shall be used for activities 

to provide affordable housing. 
 

c. In accordance with law, all ESG funds available for a given fiscal year shall be used for activities to 
address homelessness. 

 
3. Of the amounts available for any given fiscal year, after subtracting funds designated for Planning and 

Administration activities, not less than 51% of the combined CDBG funds and HOME funds shall be 
designated for targeted neighborhoods (or portions thereof) or other defined areas of the City.  Pursuant 
to the recommendations of the 2010 HUD Policy Task Force, the following target areas (as depicted in 
the attached map) are established for future consideration: 

 
a. An area roughly from the Elm, Day and Marshall Avenues, SW, corridor, westward toward the 13th 

Street, SW, corridor, Chapman and Patterson Avenues, and north no farther than Rorer Avenue, 
SW, which includes areas of the Mountain View, West End and Old Southwest neighborhoods. 

 
 
b. An area roughly coinciding with the Orange and Melrose Avenue, NW, corridor from Washington 

Park and 5th Street to 24th Streets, NW, which includes areas of the Loudon-Melrose, Melrose-
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Rugby and Washington Park neighborhoods. 
 
c. An area roughly coinciding with the Morningside neighborhood. 

 
   As soon as may be practicable, the City’s Department of Planning, Building and Development, in 

consultation with other City departments and community organizations and individuals, as appropriate, 
and providing for appropriate review and comment by the general public, shall undertake further study 
to identify and evaluate projects in each of the three indicated areas in order to recommend for City 
Council selection by the end of October 2011 the target area offering the optimal combination of needs 
and opportunities, including  a proposed funding strategy for the concentration of CDBG, HOME and 
such other funding as may be secured for use in the selected area beginning in FY 2013.  In the interim, 
HUD funding application guidelines and selection criteria shall maintain a substantial preference for 
targeted, concentrated uses of available CDBG and HOME funds, but shall be constructed in such 
manner as not to result in funding decisions which would limit the ability of City Council to designate 
the primary target area following the indicated study. 

 
4. Starting with the budgeting process for FY 2012 to begin in November 2011, an entity that competes for 

and is awarded funding for an activity of an ongoing nature may, as applicable, be provided a 
conditional renewal not requiring reapplication for up to two additional years, subject to demonstrating 
a continuing need for the activity and satisfactory performance.  For a newly created activity, 
performance objectives shall allow adequately for any needed gear-up phase from the point an 
agreement for the funding is first executed, with reasonable performance benchmarks through the end of 
the first performance period and progressively greater expectations for the second and third years.  The 
performance expectations for the first, second and third funding years of a previously existing activity 
shall be greater, recognizing the absence of a need for a gear-up period.  During the budgeting cycle for 
the second year of the activity, the funding recipient shall submit a non-competitive proposed budget 
and performance goals for the coming year.  Funding increases of no more than 5% over current 
funding, if warranted due to cost inflation or other demonstrable factors, may be considered by the City. 
 Continuation of funding for the activity for the next performance period shall be conditional upon 
achieving satisfactory performance through the end of the current period.  In the event of 
nonperformance without mitigating factors, funding for the next period shall be reallocated to other 
applicants given tentative acceptance through the annual application process, but put on a waiting list 
pending funds availability.  This annual process of performance review, renewal or release of 
commitments would continue through the number of allowed renewals.  Thereafter, the activity would 
be subject to competitive re-application.  All commitments of funding or continued funding under this 
provision are further conditioned upon the City’s receipt of necessary CDBG and/or HOME funds from 
HUD.  Moreover, nothing in this provision of the policy shall be construed to relieve activities within 
the HUD definition of CDBG “public services” from the need to demonstrate that they are either new 
activities or increases in the services that would otherwise be provided in the absence of CDBG funds. 

 
5. In order to promote high-quality, best-practice programs and projects and increase opportunities for 

making measurable improvements in community conditions, the City anticipates making fewer, but 
larger, awards.  The City's application guidelines will encourage organizations to submit realistic 
funding requests commensurate with the extent of the needs to be addressed, the scope of activities to be 
conducted and the magnitude of the results to be achieved.  The guidelines will limit programs and 
projects which will be considered to those requesting a minimum of $25,000 in CDBG and/or HOME 
funds.  (This provision shall not apply to ESG funds, due to the small amount received by the City.)  To 
maximize the impact of its limited HUD funds, the City will place greater emphasis upon the selection 
of programs and projects which substantially leverage other financial resources, as well as those which 
incorporate meaningful collaborations with other community organizations and stakeholders. There will 
be increasing emphasis upon quantifiable outcome performance (e.g. increases in employment; 
reductions in teen pregnancy rates) and decreasing reliance on process indicators (e.g. number of 
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enrollees; number of loan applications taken). 
 
6. The budgeting of HUD funds shall avoid duplication of services and maximize the areas benefitting 

from the City's limited HUD resources.  To this end, when two or more projects propose to provide the 
same or similar forms of assistance within the same or substantially overlapping areas, the City shall 
provide HUD funds only to the most meritorious of the applicants, cost and other appropriate, objective 
selection criteria being considered.  Further, the City shall not provide HUD funds to programs or 
projects to be newly established in areas served by other existing and similar programs and projects, 
except in instances where it can be documented to the City's satisfaction that the needs to be addressed 
are acute, substantially exceed the capacity of existing providers, and that such existing providers are 
unable or unwilling to expand their capacities and support establishing additional providers within the 
area. 

 
7. In addition to the study associated with section 3 above of this policy, as soon as may be practicable, the 

City’s Department of Planning, Building and Development, in consultation with other City departments 
and community organizations and individuals, as appropriate, and providing for appropriate review and 
comment by the general public, shall explore and identify indicators, consistent with City Council’s 
Vision and strategic priorities, for better measuring the individual and collective success of CDBG, 
HOME and ESG programs and projects.  City Council shall be apprised and offer guidance regarding 
candidate indicators.  Upon final establishment of the success indicators, the Department shall 
determine and implement the use of such indicators for individual programs and projects, and for 
broader, periodic evaluations of the success of the City’s targeted and overall CDBG, HOME and ESG 
efforts. 

 
8. This policy shall supersede all previous City Council Policies on HUD Funds. 
 
 
Attachment:   Map of West End Target Area 
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ATTACHMENT E 

 
 

504/ADA SELF-EVALUATION AND ASSURANCE OF COMPLIANCE 
 

504/ADA General Information 
 
Federal and State laws prohibit discrimination based on disability.  Section 504 of the Rehabilitation 
Act of 1973, as amended (504), and the Americans with Disabilities Act of 1990 (ADA) require that 
the City of Roanoke (City) and all organizations receiving Community Development Block Grant 
(CDBG), Emergency Shelter Grant (ESG) and/or HOME Investment Partnerships Program (HOME) 
funds from the City comply with the 504/ADA accessibility requirements. 
 
Under 504 and ADA, a “qualified individual with a disability” is anyone who has a history of, or is 
perceived as having, a physical or mental impairment which substantially limits one or more major 
life activities.  Disabilities include, but are not limited to: mobility, visual, hearing, or speech 
disabilities; mental illness; epilepsy; learning disability; brain injury; HIV/AIDS; arthritis; cerebral 
palsy; multiple sclerosis; developmental disability; and alcohol and/or drug addiction. 
 

Instructions 
 
504/ADA Self-Evaluation Questionnaire Form 
 
This form will help you evaluate your organization’s programs and services, employment, and 
facilities to ensure they are accessible to people with disabilities. Complete the 504/ADA Self-
Evaluation Questionnaire, submit a copy with your application and retain a copy for your records. 
 
“Quick Look” Barriers Checklist 
 
For organizations applying to conduct construction activities, this form only pertains to your 
facilities, not the construction sites (unless your facilities are part of the construction activities).  
Organizations providing services outside their facilities do not need to write a corrective action 
plan for physical accessibility as long as these services are provided in an accessible location for 
people with disabilities.  However, physical access to your facilities must also be reviewed in light 
of hiring an individual with a disability or accommodating a current employee who becomes 
disabled. 
 
504/ADA Assurance of Compliance Form 
 

• Complete this form.  If your organization is out of compliance with any of the 504/ADA 
requirements, indicate on the 504/ADA Disability Assurance of Compliance form the 
corrective actions that will be taken to achieve compliance and the anticipated date these 
actions will be completed. 

 
• Sign the Assurance of Compliance form and include the original with your application. 

Keep a copy of the form on file in your office for reference in the event of any on-site review 
by the City of Roanoke or its designees.  Reviews may announced or unannounced. 

 
 
If you have questions regarding this process, or if you require this material in an alternate 
format, please contact the City of Roanoke at 540-853-6404. 
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504/ADA SELF-EVALUATION QUESTIONNAIRE 
 

General Requirements 
 
Please check the appropriate answers.  If necessary, attach additional pages of explanation.  If 
you have fewer than 15 employees, please skip the first section and start with “Program 
Access.” 
 
          YES NO N/A 
1. Do you have a 504/ADA coordinator?  If so, who?     �  �  � 
 
 Name          

 Title                                                          

 Phone     

 
2. Do you have an internal grievance procedure that allows for quick and  
 prompt solutions for any complaints based on alleged noncompliance 
 with 504/ADA?          □  □  □ 
 
3. Do you have a policy that provides for notifying participants, applicants,    
 employees, unions, and professional organizations holding collective 
 bargaining or professional agreements that you do not discriminate on 
 the basis of disability?         □  □  □ 
 
4. Have you notified these individuals of your nondiscrimination policy?    □  □  □ 
 
5. Do you provide ongoing staff training to ensure that staff fully 
 understand your policy of nondiscrimination on the basis of disability 
 and can take all appropriate steps to facilitate the participation of 
 individuals with disabilities in agency programs and activities?    □  □  □ 
 

Program Access 
 
1. Do you notify the public and other interested parties that agency 
 meetings, board of director meetings, hearings, conferences, public 
 appearances by elected officials and interviews will be held in 
 accessible locations?         □  □  □ 
 
2. Do you notify the public and other interested parties that auxiliary aids 
 (sign language interpreters, readers) will be provided, upon request, to 
 participants with disabilities?         □  □  □ 
 
3. Do you have a Teletypewriter (TTY), or do you use the statewide 
 Telecommunications Relay Service to facilitate communication with 
 Individuals who use TTYs for communication purposes?     □  □  □ 
 
4. Do you provide ongoing training to familiarize appropriate staff with the 
 operation of the TTY (or Relay Service) and other effective means of 
 communicating over the telephone with people with disabilities?    □  □  □ 
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Program Access (continued) 
 
 

           YES NO N/A 
5. Do you make available, upon request, written material in alternate 
 formats for people who have disabilities?  (Alternate formats include 
 large print, Braille, and audiocassette tapes)       □  □  □ 
 
6. Are printed posters, announcements, and printed materials (including 
 graphics) clearly legible and placed in physically accessible locations 
 where print can be read from a wheelchair?       □  □  □ 
 
7. If you have a mailing list for the purposes of information dissemination, 
 does it include various disability groups?       □  □  □ 
 
8. Are your TTY number and procedures for accessing your services 
 printed on all material distributed to the public?      □  □  □ 
 
9. Do you have a policy and procedure for safe emergency evacuation of 
 people with disabilities from your facility(ies)?      □  □  □ 
 
 

Employment and Reasonable Accommodation 
 
1. When gathering affirmative action data regarding disabilities, do you 
 make it clear that: 

• the information requested is intended for use solely in connection 
 with reporting requirements; 
• the information is voluntary; 
• the information will be kept confidential, and 
• refusal to provide or providing the information will not subject the 

 applicant or employee to any adverse treatment?     □  □  □ 
 
2. If you make pre-employment medical inquiries or conduct pre- 
 employment medical examinations: 

• Is the inquiry related to the applicant’s ability to perform the job?    □  □  □ 
• Do you condition offers of employment on the results of these 

  examinations?          □  □  □ 
• Is the examination required for all employees in the same job 

  classification?          □  □  □ 
• Are all applicants in the same job classification asked the same 

  medical and/or interview questions?       □  □  □ 
 
3. During the application, interviewing, hiring, and employment 
 process, do you provide reasonable accommodations to 
 applicants and employees with disabilities?       □  □  □ 
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Employment and Reasonable Accommodation (continued) 
 
 
           YES NO N/A 
 
4. Do you have a written policy stating the following? 
 
  504/ADA requires that information concerning an applicant’s 
  medical condition or history must be kept separate from personnel 
  records and may be shared in only three ways: 
  (1) supervisors and managers may be informed of restrictions on 
   the work or duties of individuals with disabilities and informed of 
   any necessary accommodation(s); 
  (2) first aid and safety personnel may be informed if the condition 
   might require emergency treatment; and 
  (3) government officials investigating compliance with 504/ADA 
 shall be provided with relevant information upon request.    □  □  □ 
 
 

Physical Accessibility 
 

Complete the “Quick Look” Barriers Checklist and then answer the following questions: 
 
1. Is the building(s) where your business is located barrier-free?     □  □  □ 
 
2. If you checked NO to any of the items on the Employment and 
 Reasonable Accommodation checklist above, would these areas 
 prevent an individual with a disability from accessing your program(s) 
 or service(s)?          □  □  □ 
 
If access would be impacted, describe on the Corrective Action Plan what steps will be taken to eliminate 
the barrier(s).  If there are extenuating circumstances that would make barrier removal a financial or 
administrative burden, please explain in the Corrective Action Plan. 
 
 
 
 
 
 
 
This 504/ADA Self-Evaluation Questionnaire was completed by: 
 
 
 
 
                
      Signature            Date 
 
 
                
     Print Name     Phone Number 
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“QUICK LOOK” BARRIERS CHECKLIST 
 

This checklist is designed to give a quick appraisal of potential problem areas for accessibility.   For detailed 
review standards, you may refer to federal ADA Accessibility Guidelines (ADAAG), state or local laws and 
regulations. 
 
 
            YES NO N/A 
Building Access 
• Are 96” wide parking spaces designated with a 60” access aisle?    □  □  □ 
• Are parking spaces near main building entrance?      □  □  □ 
• Is there a “drop off” zone at the building entrance?      □  □  □ 
• Is the gradient from parking to building entrance 1:12 or less?    □  □  □ 
• Does the entrance doorway have at leas 32” wide clearance?     □  □  □ 
• Is the door threshold no more than ½” high?       □  □  □ 
• Is the door handle easy to grasp?        □  □  □ 
• Are the doors easy to open (building entrance maximum 8.5 lbs. 
 pressure, all internal doors 5 lbs. max.)?       □  □  □ 
• Are other than revolving doors available?       □  □  □ 
 
 

Building Corridors 
• Is path of travel free of obstruction and at least 36” wide?     □  □  □ 
• Is floor surface firm and slip resistant?       □  □  □ 
• Do obstacles (phones, fountains) protrude no more than 4”?     □  □  □ 
• Are elevator controls no higher than 48”?       □  □  □ 
• Are elevator markings in Braille?        □  □  □ 
• Does elevator provide audible signals?       □  □  □ 
• Elevator interior provides minimum 51” turning area for wheelchairs?    □  □  □ 
 
 
Restrooms 
• Are restrooms near building entrance or personnel office?     □  □  □ 
• Do doors have lever handles?        □  □  □ 
• Do restroom entrance doors have at least 32” wide clearance?    □  □  □ 
• Is restroom large enough for wheelchair turnaround (51” minimum)?    □  □  □ 
• Are stall doors at least 32” wide?        □  □  □ 
• Are grab bars provided in toilet stalls?       □  □  □ 
• Are sinks at least 30” high with room for a wheelchair to roll under?    □  □  □ 
• Are sink handles easily reached and used?       □  □  □ 
• Are soap dispensers and towels no more than 48” from the floor?    □  □  □ 
 
 
Personnel Office 
• Do doors provide at least 32” wide clearance?      □  □  □ 
• Is the door easy to open? (max. 5 lbs. pressure)      □  □  □ 
• Is the door threshold no more than ½” high?       □  □  □ 
• Is the path of travel between furniture wide enough for wheelchairs?    □  □  □ 
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504/ADA DISABILITY ASSURANCE OF COMPLIANCE 
 
 
With Regard to Complying with Section 504 of the Rehabilitation Act of 1973, as amended, and the 
Americans With Disabilities Act of 1990, two federal laws which prohibit discrimination against qualified people 
with disabilities: 
 
I understand that federal and state laws prohibit discrimination in public accommodations and employment 
based solely on disability.  In addition, I recognize that Section 504 requires recipients of federal funds (either 
directly or through agreements with a governmental entity receiving federal funds) to make their programs, 
services, and activities, when viewed in their entirety, accessible to qualified and/or eligible people with 
disabilities.  I agree to comply with, and to require that all subcontractors comply with, the Section 504/ADA 
requirements.  I understand that reasonable accommodation is required in both program services and 
employment, except where to do so would cause an undue hardship or burden. 
 
I agree to cooperate in any compliance review and to provide reasonable access to the premises of all places 
of business and employment and to records, files, information and employees therein to City of Roanoke for 
reviewing compliance with Section 504 and ADA requirements. 
 
I agree that any violation of the specific provisions and terms of the 504/ADA Disability Assurance of 
Compliance and/or Corrective Action Plan required herein or Section 504 or the ADA shall be deemed a 
breach of any agreement with the City.  Such a breach shall be grounds for cancellation, termination, or 
suspension, in whole or in part of an agreement with the City. 
 
According to the responses to the questions in the 504/ADA Self-Evaluation  YES NO 
 
Questionnaire, (organization name)          □   □ 
 
         is in compliance with 504/ADA. 
 
 
If the above response is NO, the following corrective actions will be taken: 
 
 

Corrective Action Plan 
 

The following Corrective Action Plan is submitted to comply with Section 504 and ADA requirements. 
 
 

General Requirements 
Actions to Be Taken        Completion Date 
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504/ADA DISABILITY ASSURANCE OF COMPLIANCE (continued) 
 

Employment and Reasonable Accommodation 
 

Actions To Be Taken        Completion Date 
 
                
 
                
 
                
 
                
 
 

Physical Accessibility 
 
Actions To Be Taken        Completion Date 
 
                
 
                
 
                
 
                
 
 
 
 
 
 
I certify that, to the best of my knowledge and belief, the foregoing is true and correct. 
 
 
                
   Signature of Authorized Official     Date 
 
 
                
  Type or Print Name of Authorized Official     Title 
 
 
                

Name of Organization 
 
 
                
   Street Address     City  State  Zip 
 
 
       
  Phone Number 
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ATTACHMENT F 
 

APPLICATION EVALUATION CRITERIA 
 
 
All applications received will be evaluated through a multi-level review process, which may include one 
or more interviews of any or all applicants.  In the first stage, applications must pass an "eligibility" 
review to ensure the activities to be conducted are fundable under the federal CDBG and/or HOME 
regulations.  Any application that does not meet these legal eligibility criteria cannot be considered 
further.  The second stage involves a qualitative and quantitative evaluation by a review committee.  
Preliminary funding recommendations will be issued by the review committee for consideration by the 
City's Budget Preparation Committee and City Manager.  Applications that pass this stage of the review 
will be incorporated into a draft budget/plan to be presented for citizen comments at a public meeting 
tentatively planned for April 3, 2012.  Thereafter, the draft will be placed before City Council for final 
decision-making in May 2012. 
 
Evaluation Criteria: 
 
1. The application addresses vital community needs and is convincing about the need for this 

program/project and the City’s financial assistance.  (Maximum Points: 30.) 
 
2. The applicant has a record of demonstrated capability and performance, and is experienced in the 

same or similar activities as proposed.  (Maximum Points: 30.) 
 
3. Funding requested is reasonable and necessary in relation to the project's design, goals to be 

attained and benefits to be gained.  (Maximum Points: 30.) 
 
4. Project activities, methods and objectives are clear, well-developed and appropriate for the needs 

to be addressed.  (Maximum Points: 20.) 
 
5 The project leverages or combines funding from other sources and does not rely solely on the 

assistance sought from the City.  (Maximum Points: 20.) 
 
6. The applicant has developed appropriate linkages, collaborations, community involvement and 

support for the project.  (Maximum Points: 10.) 
 
7. The applicant provides a credible evaluation plan to maintain awareness of and solve issues 

impeding the progress of the project and report to the City during and at the conclusion of the 
project.  (Maximum Points: 10.) 

 
8. The project will generate and provide program income to the City.  (Maximum Points: 10.) 
 
9. The project adheres to the City Council Nonprofit Policy.  (Maximum Points: 15.) 
 
10. A minimum of 25% of expenditures for programs supported using CDBG and/or HOME funds 

will be spent serving residents of the West End Target Project Area (Maximum Points: 10.) 
 
"Development projects" consisting of acquisition, construction, rehabilitation or related activities 
involving housing or public, neighborhood, commercial or industrial facilities will also be evaluated 
upon the additional factors listed below.  These factors may be evaluated prior to, as well as after, 
consideration of the above criteria.  Funding applications that exhibit significant weaknesses in the 
factors below may be rejected, regardless of the scores resulting from the above criteria. 
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o Site control has been established or is anticipated at a date that allows for timely project initiation 

and completion. 
 
o The proforma or other financial data provided support the feasibility of the project. 
 
o Preliminary engineering, designs and/or specifications have been prepared and approved by the 

City's Planning Department or other authorizing agencies. 
 
o Required financing is in place or is anticipated to be in place at a date that allows for timely 

project initiation and completion. 
 
o Appropriate contacts and coordination have taken place with neighborhood groups and other 

appropriate stakeholders and evidence overall support for the project.  
 
o The project is an appropriate use of HUD funds, taking into account the regulatory burdens 

imposed in relation to the funding requested or being contemplated for award. 
 
In general, applications with the highest evaluation scores, and, where applicable, satisfying the factors 
for development projects, will be recommended by the review committee for the further consideration of 
the City's Budget Preparation Committee and City Manager.  Final decision-making regarding the 
selection and funding of applications rests with City Council.  
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